Resume of Shelley Webb as at 6/16/99

Resume of Shelley Webb

Phone No.  0973 458667

Email : shelley_l_webb@hotmail.com
D.O.B   12/07/72


EDUCATION

Start February 1999:

Psychology Degree with the Open University


Certificates Obtained:

“Improving Personal Effectiveness”





“Financial Awareness”


September 1990 - June 1991 :
- RSA Higher Diploma NVQ4 in Secretarial & 

The Colchester Institute
  Administrative Procedures.

Sheepen Road, Colchester
- Management Studies:  Passed with assignments

September 1988 - July 1990  :
A Level Art & Design




The Sixth Form College
A Level English Literature & Language
North Hill, Colchester, Essex




September 1984 - July 1988  :
GCSE - Art & Design, English Language, English Lit.,

Honywood School


Psychology, Biology, Business Studies,

Honywood Avenue, Coggeshall

French, Media Studies, Mathematics.

SKILLS SUMMARY

· European Helpdesk Support for Deutsche Bank 

· European Helpdesk Support for Schroders Investment Bank

· International Helpdesk Support for Barclays City Bank

· Co-ordinated a team of 6 Computer Engineers (Organising weekly work schedules)

· Dealing directly with high profile customers

· Organisation of exhibition stand at Earls Court Olympia (London)

· Monitoring and collation of information to produce detailed graphs for management use

· Organisation and co-ordination of conferences, meetings and sales seminars

· Organising business trips for managers both at home and abroad

· Monitoring training and movement schedules

· Collection, co-ordination, calculation and capture of financial data into various specialised computer databases

· Responsible for debt collection on overdue payments

· Interviewing of job applicants

· Shorthand, Audio and copy typing 

· PC Software skills including : 



· Office 97 (Word, Excel, Access)

· Windows 95 & Windows 98

· Office 95 (Word, Excel, Access)

· Windows NT4.0

· Richmond (Call Logging/Information System)

· Remedy (Call Logging/Information System)

· Support Magic (Call Logging/Information System)

· MS Exchange & Outlook

· Lotus Notes

· MS Project

· Internet Exlorer/Netscape 

· Financial Banking Systems

· Intersolv – Tracking System

· Novell Netware – Syscon/Netcon

EMPLOYMENT HISTORY

Company

:  Deutsche Bank  

Position Held

:  European Helpdesk/Support

Period of employment
:  March 1999 to Present (Contractor)

Type of Business
:  Investment Bank

Experience 

 : Working on a helpdesk in a team of 15 analysts

   Using a Remedy Helpdesk System supporting Microsoft Office 

   applications (Office 97), Lotus Notes & Market Data.  

   Administered security and passwords for NT4 and Novell.  

   Working under strict SLA procedures and in an extremely

   pressurised environment.  Resolving all problems where possible   

   over the phone on a 1st line basis for Traders and Non-Traders

   Logging & escalating Priority 1 calls for Network/Server outages. 

   Assisting the Voice Helpdesk with fault calls and requests.

Company

:  Schroders Investment Bank 

Position Held

:  European Helpdesk/Support

Period of employment
:  August 1998 to Dec 1998 (Contractor)

Type of Business
:  Investment Bank

Experience

:  Working on a helpdesk in a team of 7 analysts, supporting 1,500 

   users covering Europe.  

   Using a Helpdesk System called Support Magic supported   

   Microsoft Office applications (Office 97) and Outlook and 

   administering security and passwords for NT4 and Novell.  

   We also assisted with Printer queue problems.

Company

:  Barclays Bank PLC  

Position Held

:  International Helpdesk/Support

Period of employment
:  January 1998 to June 1998 (Contractor)

Type of Business
:  Banking/Finance

Experience
:  Working on a helpdesk in a team of 6 analysts, supporting 3,000

   users worldwide.

   Using a Helpdesk System called Richmond supported Microsoft  

   Office applications (Office 95 & 97) as well as in-house

   financial systems and basic Microsoft Exchange, NT4 and 

   Windows 98 problems.  

   Liaised with Company  Directors and other users.  

   Also used Intersolv tracking system in assisting users with 

   changes to be made to in-house financial systems. 

Company

:  Glaxo Wellcome Plc (England)

Position Held

:  Computer Helpdesk/Call Co-ordinator

Period of employment
:  January 1997 to May 1997 (Contractor)

Type of Business
:  Pharmaceutical/Medical Research Company

Experience:
:  Working on a helpdesk in a team of 3 analysts, supporting 1,000

   users. Using a Helpdesk System called Remedy supported 

   Microsoft Office applications (Office 95, 97) running NT4 and 

   Windows 95.  Liaising with high profile users in the Company until

   job completion and customer satisfaction. Co-ordinated a team of 

   6 Computer  Engineers (Organising weekly work schedules).

Company

: Anglian Water Services LTD (England)

Position held

: Technical Assistant to Engineering Department
Period of employment
: May 1995 to December 1996

Type of Business
: Water service provider 

Company

: Sedgwick Noble Lowndes (England)

Position held

: Secretary to Corporate Benefits Department
Period of employment
: August 1993 to May 1995

Type of Business
: Insurance Brokers

Company

: Key Personnel Recruitment Agency

Position held

: Various secretarial roles for companies
Period of employment
: May 1993 to August 1993

Type of Business
: Temping Agency

Company

: Airfresh Promotions Ltd

Position held

: Secretary to the MD and Marketing Manager
Period of employment
: February 1993 to May 1993

Type of Business
: Promotions Company

Company

: Summit Peripherals

Position held

: PA to the MD
Period of employment
: January 1992 to February 1993

Type of Business
: Computer Distributor

MISCELLANEOUS

December 1998 to March 1999

Travelled round California.

June 1998 to August 1998

I travelled round Europe to France, Holland, Spain and Italy. 

April 1997 to December 1997

I travelled to South Africa, Australia, New Zealand, Fiji, USA and Mexico.

GENERAL

Hobbies and interests
: Horse-riding, Tennis, Step Aerobics and Gym

Referees

: Cindy Mercer


Helen Downs/Paul Wood





   Schroders Investment Bank
Barclays Bank Plc





   Business Support Helpdesk
GFR Helpdesk





   1 King Edward Street 

St Mary’s Axe





   London  EC1A 7AN

London  EC1





Tel No:  0171 6584444

Tel No:  0171 6995000

(N.B.   I am recently married and so previous referees shall know me as Shelley Humphreys and not Shelley Webb)

Please do not contact Deutsche Bank for a reference as they are not aware that I am not extending my contract. Thank you.
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